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Item 
No. 

Description Retention 

1 

SUPERSEDES RETENTION SCHEDULE #311 

General File and Item Files 

Each box contains records for state road projects where the 
State is acquiring property for road construction, 
improvements, etc. Each project consists of a general file, 
which houses documentation for the overall project, and also 
item files, which are relative to a specific property on that 
project. These are boxed together; generally the general file 
is in front of the item files (depends on the item number of 
the general file). At times, it may fall in between item 
numbers. 

File Arrangement - by project number in box, then projects 
are in order by item number (numerical). Paperwork in the 
file is in chronological order. 
Sizes - Paperwork varies from letter to legal size 

Certain information is retained in OREMS. Most 
information is through paper documents (forms, contracts, 
Deeds, letters/memos, etc.) which are kept in the actual 
paper working file. 

Each item file may contain documentation/forms as noted 
below: 

• Final Lead Title Form 
• Parti 
• Title Exam 
• Notification to Property Owner 
• Long Form Appraisal 
• Narrative Appraisal 
• Short Form Appraisal (5C) 
• Short Form Appraisal (5D) 
• Entry Agreement with SHA 
• Order for Fee Appraisal 
• Short Form Contract for Appraisal Update/Revision 

Retain in Property Review 
Division (PRD) until project 
is closed then merge with 
district file and purge any 
duplicate material. Retain 
for 1 additional month after 
merging, then transfer to the 
MD State Archives. 

OREMS data is transferred 
to the Maryland State 
Archives at least once per 
year. 



• Appraisal Bid Summary Form 
• Option Contract 
• Option Contract, Entire Take 
• Authorization for Expenditure of State Roads Funds 

for Right-of-Way 
• Invoice 
• Check Request Memo 
• Canceled Check Memo 
• Tax Rebate Memo 
• Rush Check Memo 
• Canceled Check Copies 
• Settlement sheet 
• Supplemental Agreement to Amend Option Contract 
• Rent Loss Agreement 
• Board of Property Review (BPR) Award 
• Report of BPR Hearing 
• Record of Negotiations 
• Appraisal Transmittal 
• Determination of Fair Market Value 
• Justification of Recommendation of Acceptance of 

Option Contract 
• Condemnation Data Sheet 
• Deed 
• Notice of Property Closing 
• Notification to Supervisor of Assessments 
• Notification of Possession of Improvements 
• Certification to the BPR 
• Extra Land 
• Sole Source Real Estate Appraisal or Confidential 

Services 
• Single Provider Consultant Service Request 
• Request for District Engineer's Approval 
• Formal Written Offer Letter 
• 90 Day Notice 
• Contact Record 

Check Sheets 
• Title VIII Filing "Unimproved Takings Only" 
• Option assembly 
• Bypass BPR 
• Report of BPR Award Beyond Approval Limit 
• Report of BPR Award within Approval Limit 
• Report of Condemnation Trial and Award 
• Title VIII Amendment 
• Election to Abandon Title VIII Amendment 



• Amendment to Circuit Court Filing 
• Election to Abandon Circuit Court Filing 
• Immediate Entry Condemnation "Improved & 

Unimproved" 
• Copy of check 
• Inquisition 
• Letter from Legal concerning filings 

2 State Roads Commission (SRC) Files Retain in Records and State Roads Commission (SRC) Files 
Research Section for 10 

MD Law requires any property to be condemned by SHA years then transfer to the MD 
(State Highway Administration) must have approval by the State Archives. This is 
SRC to use Eminent Domain. paperwork only, 

clcdaysea- be-lo^ 

• Attendance Records 
• Meeting Minutes 
• Meeting Agendas 
• Resolution - Immediate Entry Condemnation (Circuit 

Court) 
• Resolution - Non-Immediate Entry Condemnation 
• Resolution - Condemnation of Sign and Site 
• Resolution - Title VIII Condemnation - Finalizing 

R/W Plats 
• Resolution - Bypass of Property Review Board 
• Resolution - Amend Title VIII Filings 
• Resolution - Amend Circuit Court (Immediate Entry) 

Filings 
• Resolution - Appeal Property Review Board Awards 
• Recommendation to Post Money into Court 
• Cover sheets to Archives for plat filings 
• Receipt memos from Archives for Plat filings 
• SRC letters 

OREMS data is transferred 
Some information is stored in OREMS; amounts, SRC to the Maryland State 
response, status (see electronic form) Archives at least once per 

year. 

3 Relocation Files Retain in office for 5 years, 
then destroy once HQ and 

These records are for those residences/businesses that have district files are merged. 
been displaced by a project and contains studies and claim 
forms for payment under the Uniform Act. OREMS data is transferred forms for payment under the Uniform Act. 

to the Maryland State 
• Occupant questionnaire Archives at least once per 
• Comparable Data Sheet year. 



• Comparable Housing Evaluation Sheet (Utility 
Calculation Sheet - Tenant) 

• Replacement Housing Payment Calculation 
• Decent, Safe & Sanitary (DS&S) Inspection Form 
• Incidental Settlement Costs Calculation Sheet 
• Estimated Computation of Increased Interest Cost 
• 180 Day Owner Residential Housing Payment (RHP) 

Claim 
• Owner Retention RHP Claim 
• 90 Day Owner or Tenant Occupant RHP Claim 
• 30 Day Letter 
• Residential Moving Cost Claim 
• Moving Claim Certification 
• Business/Farm/NPO (Non-Profit Organization) 

Questionnaire 
• Small Business/Farm/NPO Worksheet Re-

Establishment Expenses 
• Contact Record 
• Small Business/Farm/NPO Re-Establishment 

Expense Claim 
• Appeal Request 
• Summary of Assistance 
• Notification from Accountants 
• Paystubs for Income Verification 
• Check Requests 
• Check Authorizations 
• Copies of Checks 
• Tax Information - personal and/or business 

4 Local Public Agency (LPA) Information Files Retain in PRD for one Local Public Agency (LPA) Information Files 
additional year after project 

Serves as a general file for an LPA project overseen by completion, then transfer to 
SHA's Office of Real Estate (ORE). MD State Archives. 

• R/W Questionnaires 
• Negotiating Records 
• Deeds 
• Correspondence to LP As 
• Memorandum of Understanding (MOU) between 

SHA & LP As 

5 R/W (Riglit-of-Wav) Certifications Retain in PRD for 5 years, 
then destroy. 

The certification portion is responsible for determining 
then destroy. 

whether right-of-way has been obtained or is in the process 


